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DIRECTOR’S EXECUTIVE SECRETARY

PURPOSE AND NATURE OF WORK

Thf %]1 ose of this JItIOIl is to assist th(f De?gartment lD1rect r relieving P . de

Dlrec%?ectlve ﬁ?érslg%thg’ f%ltofr: ssgrtlfn §e 1n tOV rséeeeéﬁ ts 313“383% 353?13}3%
% ment a (it confi [

le 1
ng wit ent 1t%/ flr%re uire wor 1ncIu es a Va 1et ﬁf
1eve th e partmental Directo etails reV1ew of materials, a actu

1 rnaatr n, an t e tra smrttal an 1nte retation o nlaée ent actions. S'F . 1n mbent makes .
mit, mrfnstratlve €ec1s§10ns 1n accoé&) e with es u idelines. 1S a m1nrst ative 0s1t on
1nvolves ana zm% evaluating ar1e atlon rom mu e sources, forming conc%um ns,

a 1ng or recom qﬁlllnsg (iurseso acfion. osition ma ecases superyise su
f)erlca Ipe &on sole position for eac epartment re orts to ¢ respéctive epartmenta

recto ork 1s reviewed for results obtarne

LUSTRATIVE EXAMPLES OF WORK (Note Theslel exzimsrs)l rﬁe d onlg }o 1llus({1i§1te
mbents In t ﬁ e mp I otrme
¥1e sn)e incumbent may not be listed, ior does any incumbent necessarlly per or all of these

. Serve als admmritratt\ie haéson between, the Drrector Divj s10n anag%]ﬁs oth artments ﬁnd

§rtment
esigned

ate

d1V1s10ns an € genera (f creens avarlﬁ:t¥ %( srtorsb t%e}g e’C ector an
where a r1at re ers ahl or,v1s tor to_ otheft sta em %rs 1nates an sc e u es
artl)é)omt ent m et1n sw1t ndividuals from the 1vate sector. for the 1rec r Screen
oming corres on e ers to aggro;irrgte stg m er tor reply; maint 1ns eta trac
task stem t sure t 1nes are t nt or 1 accordance wit gener 1n tructlori
ses ar}1 %goes correspon nce on a wid e r t are roytine or g) ssists t
Elrector mnt rmulation, 1c1ing ementatlo sess nt 0 cfe P ctices, po 1cie roce ures.
EVIEWS outgor orress[% re are ’lf ot er mem ers (o) 1reTtor S S1 nature
consistenc a 1ni ratrve 0 as we rmat (a rammatic construcltlron) athers arigll
summariz s t occasmnaﬁr&r ares re orts 0 r0V1 est enecessa datatot 1re té) Q
%lj(es an or sum rizes notes 1nt0 minuytes, ar}]cf t)stg utes

reparation o e re ort.. Aften
emmut ]% assist 1nt }é)re?ar trorf e department s t an ma atten
1r ctor ﬁl t, ment aﬁ

1n§ ort n develo monrto 1n cf% dn lans o cet e a o) teh
recelve arfes treV1510 f ﬁmﬁ as1n an relate m t1 e ocuments 1t
r%c ta1 S an records ot the Dep rt ent’s. oger? 1ﬁ)n]s:)
er orms re ated work as required to assist in'the operatioh o 1rector s

NECESSARY KNOWLEDGE, ABILITIES., AND SKILLS
tensrve knowled%‘e of modern secretari Cfe ractrces and &lf e of related comd%rter apﬁlhc%tlons

. edge of o zational stru t Str trve an 1slative procedures o 1ty-

Parish Vernnae J %e atlonsﬁrg wit vels 0% rnme% p y
1c res arc srm Etﬁstrca n ysis methods
go Wr1 ten er a mun cat on S
- ility to wor epende y and to prioritize and plan all work assignments to maximize
efficien
X’& ity to read, anal]yze ang nlte et com ex Lnforma ion and r%ports
ttto work with individuals Var 1 rouin and education; th?fabll stabhsh
and m 1ntabP eftective working re at10n 1ps ot er émployees, government officials; an
1c

enera
8 KE ity to ma nta na hrgh level of (?rofessro ahsn:tt) la.nlcll s(I rict conﬁde(rlltlahty
1ty to make decisiofs in accordance with est policies and procedures.

DESIRABLE TRAINING AND EXPERIENCE

Haél%on from %gour ear colle or university with ma}] course work in

business %ﬁ? usSIness stration, ii%elgrent ccrelarial Scien e Busmess aEdLICatIOIlz or
éna'ﬂO{l ﬁ) n accre l’%l usiness Sc n Secretarial, Science w erience as.a secretary to a
Cvel O

ic1al m the public or private sector or any equivalent com Inatlon 6 training an
erience.

NECESSARY SPECIAL QUALIFICATIONS
ilus Ab111t 1to tgg)e a mini of 55 correct worﬁis r?t minute.
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